State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Senior Accounting Officer (Supervisor) 0256-4569-xxx 50000306 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant Fiscal Services - Contract Payables
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[2] Supervisory [] Lead Person Buffy Alvarez Accounting Administrator | (Supervisor)
APPROVED BY (Personnel Analyst's Name) DATE
JCM for BG 06/23/11
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under the general direction of the Accounting Administrator | (Supervisor), is over the Contracts
Payable Unit and is responsible responsible for planning, scheduling, directing, training,
supervising, and providing technical assistance for a staff of employees in the operation of an
efficient professional accounting unit. Operation of the unit includes analyzing, maintaining and
auditing the Department's obligations involving 14 primary funding sources and over 400
secondary funding sources.
ESSENTIAL FUNCTIONS
This position requires the incumbent to have in-depth training and understanding of SAP
functionality including contracts/accounts payable, payment processing, procurement and general
ledger. The incumbent must have an understanding of the Department's and Division's Mission,
DWR's business process, State Administrative Manual (Section 8000-8400), Board of Control rules
and regulations, the Chart of Accounts, retention and escrow knowledge, and the application of
accounting principles. The incumbent must also have a clear understanding of the
inter-dependencies of all units in the division and a broad knowledge of State, and specifically
DWR, accounting. This position requires that the incumbent work cooperatively with others and
maintain consistent, regular, and predictable attendance. The specific essential duties are:
50% Manage the Contracts Payable staff and their individual assignments. Manage the prompt and
accurate payment of Contracts Payable invoices by subordinate staff. Reduce late payments.
Provide service to the field offices and program managers. Hire, train and develop staff. Respond
to and/or initiate problem resolution with State Controller's Office, Program Managers, Legal office,
vendors and other customers. Work with Budgets and Program Managers to determine funding for
program expenditures and reconcile to SAP.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Buffy Alvarez >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Senior Accounting Officer (Supervisor) 0256-4569-xxx 50000306 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant Fiscal Services - Contract Payables
Pe_rl_?ﬁlrg of Activity
20% Analyze and verify the accuracy and integrity of financial transactions and review source
documents. Apply auditing rules and regulations. Compare services billed to contract terms and
service entry sheets. Interpret financial reports and prepare correspondences relating to
accounting issues. Make presentations to upper management and field/district offices. Provide
management with consultative support concerning activities within the scope of the Contracts
Payable Unit. Review and interpret policies, procedures and laws set forth in various sources
including the Governor's Budget, Government Code and the State Administrative Manual.
20% Contact and communicate with independent auditors, as well as public entities, field and division
staff, the Contracts Office, Accounts Receivable staff, General Ledger staff, Budget staff, Payment
Processing Unit and program managers to resolve issues. In addition, review legal documents
issued regarding payments to subcontractors or construction projects.
10% Working in the SAP system, ensure 100% accuracy with regard to coding of contract payments (i.e.

business area, fund, account, etc.) and prompt payment of invoice within 30 days of receipt.
Review automated accounting system to ensure it meets the reporting needs of the Department
and suggest improvements to enhance the system. Is the business process expert for accounts
payable and payment processes who supports the SAP Operations Office for problem resolution
and continuing enhancements and development. Annually prepares the Reportable Payment
Report due to Franchise Tax Board.

KNOWLEDGE, SKILLS, AND ABILITIES:

Strong customer service skills, work independently and cooperatively with internal and external
customers, exercise good judgment and maintain consistent, predictable, and regular attendance.
Entails overtime during the months of May and June to ensure fiscal year end responsibilities are
met. Apply organizational skills in order to prioritize work assignments, possess good analytical
and interpersonal skills, the ability to communicate orally and in writing with various department
and field division staff. Knowledge of the SAP Vendor Master File, Logistics, Accounts Payable and
Legacy system utilizing the SAP display roles and reports, computer software programs including,
but not limited, to Microsoft Word and Excel. Proficient using a 10 key calculator.
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	activity: POSITION SUMMARY
Under the general direction of the Accounting Administrator I (Supervisor), is over the Contracts Payable Unit and is responsible responsible for planning, scheduling, directing, training, supervising, and providing technical assistance for a staff of employees in the operation of an efficient professional accounting unit.  Operation of the unit includes analyzing, maintaining and auditing the Department's obligations involving 14 primary funding sources and over 400 secondary funding sources.


ESSENTIAL FUNCTIONS
This position requires the incumbent to have in-depth training and understanding of SAP functionality including contracts/accounts payable, payment processing, procurement and general ledger.  The incumbent must have an understanding of the Department's and Division's Mission, DWR's business process, State Administrative Manual (Section 8000-8400), Board of Control rules and regulations, the Chart of Accounts, retention and escrow knowledge, and the application of accounting principles.  The incumbent must also have a clear understanding of the inter-dependencies of all units in the division and a broad knowledge of State, and specifically DWR, accounting.   This position requires that the incumbent work cooperatively with others and maintain consistent, regular, and predictable attendance.  The specific essential duties are:

Manage the Contracts Payable staff and their individual assignments.  Manage the prompt and accurate payment of Contracts Payable invoices by subordinate staff.  Reduce late payments. Provide service to the field offices and program managers.  Hire, train and develop staff.  Respond
to and/or initiate problem resolution with State Controller's Office, Program Managers, Legal office, vendors and other customers.   Work with Budgets and Program Managers to determine funding for program expenditures and reconcile to SAP.


	classification: Senior Accounting Officer (Supervisor)
	appointee: Vacant
	dwr position number: 0256-4569-xxx
	sap personnel no: 
	sap position number: 50000306
	division: Fiscal Services - Contract Payables
	mcr: 1
	percent 2: 20%
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	activity2: Analyze and verify the accuracy and integrity of financial transactions and review source documents.  Apply auditing rules and regulations.  Compare services billed to contract terms and service entry sheets.  Interpret financial reports and prepare correspondences relating to 
accounting issues.  Make presentations to upper management and field/district offices.  Provide management with consultative support concerning activities within the scope of the Contracts Payable Unit.  Review and interpret policies, procedures and laws set forth in various sources including the Governor's Budget, Government Code and the State Administrative Manual.

Contact and communicate with independent auditors, as well as public entities, field and division staff, the Contracts Office, Accounts Receivable staff, General Ledger staff, Budget staff, Payment Processing Unit and program managers to resolve issues.  In addition, review legal documents issued regarding payments to subcontractors or construction projects.

Working in the SAP system, ensure 100% accuracy with regard to coding of contract payments (i.e. business area, fund, account, etc.) and prompt payment of invoice within 30 days of receipt.  Review automated accounting system to ensure it meets the reporting needs of the Department and suggest improvements to enhance the system.  Is the business process expert for accounts payable and payment processes who supports the SAP Operations Office for problem resolution and continuing enhancements and development.  Annually prepares the Reportable Payment Report due to Franchise Tax Board.


KNOWLEDGE, SKILLS, AND ABILITIES:

Strong customer service skills, work independently and cooperatively with internal and external customers, exercise good judgment and maintain consistent, predictable, and regular attendance.  Entails overtime during the months of May and June to ensure fiscal year end responsibilities are met.  Apply organizational skills in order to prioritize work assignments, possess good analytical and interpersonal skills, the ability to communicate orally and in writing with various department and field division staff.  Knowledge of the SAP Vendor Master File, Logistics, Accounts Payable and  Legacy system utilizing the SAP display roles and reports, computer software programs including, but not limited, to Microsoft Word and Excel. Proficient using a 10 key calculator.
	supervisor name: Buffy Alvarez
	employee name: 


